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ABSTRACT
This study aimed at comparing secretarial profession of past and present.  The problem observed in the study was that there is need to examine the productivity an deficiency of secretaries of yesterday years ad today.  The need for this comparison is justified by the fact that the modern business environment is one place that has witnessed various changes especially in terms of technology. This, this study was carried out among secretaries and business executives who have secretaries working with them in IBETO GROUP OF COMPANIES, NNEWI. In order to provide theoretical framework and background for the study, the researcher reviewed various literatures such as textbooks, journals, magazines and unpublished materials, which directly relate t the topic of study.  Being guided by the review, a structured questionnaire was designed to collect data.   Having collected the data, the researcher adopted the use of simple percentage, which is Likert’s 5 point summated rating scale to analyze the data. Major findings of the study revealed that:

CHAPTER ONE

INTRODUCTION
1.1          BACKGROUND OF THE STUDY
The secretarial profession has existed since the beginning of time, as long as man and nature have existed. The necessity for a famous individual to whom private affairs might be entrusted and who could work as an assistant to a principal evolved naturally (Beynon et al, 2002)..

Prior to the founding of the empire, secretaries were known to exist in Rome. They were generally educated men who served as "scribes," taking dictations and serving as valued counselors.

Scribes' instruments of the art ranged from chisels used on stones to styluses used on clay, wood, or wax tablets before the introduction of parchment and reed pens (Brubaker et al, 2000). During that period, events and works of notable persons were documented in some way. "Reliable documents demonstrate that the modern day secretary arose from the origins whose oldest is 'penman,'" Alexander the Great declared (Brubaker et al, 2000).

The first personnel officer to be taught was dubbed 'penman,' and the skill of 'penmanship' was born. Originally, the penman utilized quill feathers as a pen to create colorful writings. After the penman known as "the writer," other kinds of secretaries evolved, becoming what are known as "chartered secretaries," who provided helpful service to persons and organizations that need their skills (France, 2009).

Most historians attribute the beginnings of shorthand with the Greek historian euphony, who employed an old Greek to record Socrates' recollections, according to the new encyclopedia Britannica (1990:1052). However, it was under the Roman Empire that shorthand became widely utilized. Marcus adds up the numbers. The tironians notes were devised by tiro, a skilled freedman who was a member of Cicero's household, and were the first Latin shorthand system. It was created in the year 63 B.C. and has survived for almost a thousand years. The Latin triennia shorthand grew in popularity to the point where it was collected into shorthand dictation and employed by emperors and scholarly clerics in rapid writing materials. As a result, a variety of other shorthand systems have been developed. Isaac Pitman released the first Latin edition of the work in 1837. The second version of his work, titled "photography or writing by sound, being also a fresh and natural form of shorthand," was published in 1840. Pitman's shorthand Instructor and Key; New Era; Pitman 2000; and Pitman Script are examples of his work in various formats. "In 1888, John Greeg's light line photography was also published. These systems took off in America shortly after their publication and have since stretched their tentacles to practically every country on the planet. All written information was done by hand before the development of the typewriter. In the United States of America (U.S.A), William Austine Bunt created the first typewriter in 1829. He built a contraption that wrote slower than a biro pen. Christopher Sholes, on the other hand, created a machine in 1874 that was quicker than a biro pen. The typewriter keyboard was alphabetically organized during the time period under consideration, and an updated version was released in 1872 for convenience. Naturally, the development of the typewriter changed the course of events for secretaries since they began to learn how to control it with their hands.

Members of the nobility in early modern times had secretaries who were invariably males, spoke multiple languages, including Latin, and were obliged to acquire what we now call a wide generalist education (France, 2009)..

People of wealth and power required secretaries, confidants, and trusted agents to handle letters on private or confidential affairs, particularly matters of state, as commerce and trade grew. The secretarial sector was still dominated by men. With the outbreak of World War II in 1940, the secretarial profession experienced another change, with males being recruited into the armed forces and only women remaining to continue on secretarial tasks. Since then, the secretarial profession has been predominantly a female-dominated field, with males entering it seen as invaders.

Recognizing the need of continuous education for job advancement, a group of secretaries in America's heartland formed the foundation of an organization to assist professionalize the profession. The National Secretarial Association (NSA) was founded in 1942 and is currently known as the International Association of Administrative Professionals. In 1951, NSA launched the certified professional examination, which has since become a gold standard for the industry.

In 1914, the secretarial profession was introduced to Nigeria by Sir Frederick Lord Lugard (the first Governor General of Nigeria), who brought his wife to help him in maintaining and storing critical papers. It is now found almost everywhere in the United States. In the guise of a secretary, every organization today has someone who looks after crucial and private papers (France, 2009).

According to Akintola (1992), stenography was mostly a male-dominated industry until the 1950s, when a few female stenographers emerged, most of whom were expatriate CEOs. Only female expatriates were offered such possibilities since their language was utilized, and secondly, they were highly prepared for the skills before coming to Nigeria. He went on to say that by 1960, the expatriates had departed Nigeria, and that their posts had been filled by Nigerian men and women on training. Secretaries were given lectures, seminars, and workshops.

The word "secretary" is derived from the Latin word "sectrum," which means "secret." It originally meant "one entrusted with a superior's secrets and confidence." Secretaries was the Middle English word, while Secretarius was the Middle Latin word. Secretaries was a term used in France from the 13th through the 16th centuries to describe a confidant. It also became a phrase for "someone who transcribes or organizes for another" in the administrative world.

The First Millennium Webster Dictionary's meaning had been substantially broadened by 1847. (1) A person engaged by a public body, a corporation, or an individual to write instructions, letters, dispatches, public or private papers, records, and the like for a public body, a company, or an individual (France, 2009).

Secretary of State – (2) An officer whose job it is to administer the operations of a specific department of the government.

The term "secretary" has come to denote "someone who types correspondence" or "someone who takes dictation." The International Association of Administrative Professionals recommends the word "administrative professionals" as a placeholder term for office support workers to better represent the administrative and information management tasks of today's office support personnel (IAAP).
1.2              STATEMENT OF THE PROBLEM

This study will compare and contrast the secretarial professions of the past and now, as well as the impact of education, training, working circumstances, and current technology on the profession.

1.3              SIGNIFICANCE OF THE STUDY
This study is essentially significant in the following ways;
i.        It will highlight some of the differences between secretaries of yesterday and today.
ii.      The findings from his investigation will enhance the image of secretaries and thus place them in their rightful position along other officers.
iii.     The outcome of this study will be beneficial to all practicing secretaries who are already in the system.
iv.     Another set of people that will benefit from this study are all student secretaries all over the country. It will enhance the overall performance of the student secretaries because they will be convinced on the importance of this profession.
v.     Finally,  the findings from the research will ensure a concrete perception of the secretarial profession by the general public.
1.4       PURPOSE OF THE STUDY
   The purpose of the comparative study of secretarial profession in Nigeria yesterday and today concentrated on Ibeto Group of Companies Nnewi.  The researcher principally aims at investigating the relationship between the old secretarial profession and the present one, for the purpose of revealing the differences and suggesting improvements if necessary.  The study will also state clearly how the present or modern secretary outwits the past secretary.
1.6       RESEARCH QUESTIONS
 For the purpose of this research study, the following questions are formulated.
1.     Is there any difference between secretaries of today and those of yesterday?
2.     Do secretaries of today require any special training before they can be of equal status with other professionals?
3.     Is there job satisfaction for secretaries of nowadays than before?
4.     Is there a scope of expansion in the profession?
5.     Is there any increase in secretary’s productivity nowadays?
1.7       DEFINITION OF TERMS
 For better understanding of this research work the following operational terms are defined.
Administration:  The act of putting something into operation, the control or direction of affairs
Correspondence:  Agreement between particular things, likeness, the act of exchanging letters.
Effective:  Having a noticeable or desired result
Minute:    To make a note on a document or notes taken during a meeting
Organization:  The arrangement of points to form an effective whole. A group of people with a special purpose.
Technology:  The branch of knowledge, study, mastery and utilization of manufacturing and industrial methods; systematic application of knowledge to practice industry.
Penman:  The first trained professional officer
Penmanship:   this is the act of writing with feathers by the penman.
Stenographer: One who has the skill of writing shorthand outlines and transcribing on the typewriter.
Automation: Use of automatic equipment and machines in handling of secretarial matters.
Scribe:   Writer in ancient times.
Present Secretary:  A modern secretary who is equipped with the new information technology system.
Past Secretary:  All the secretaries that existed between (1940 and 1970) are known as first generation secretaries.
Secretary:   According to National Secretaries Association quoted by Obodo (2001), is an executive assistant who possesses a mastery of skills; who demonstrates the ability to assume responsibilities without direct supervision, who exercises initiative and judgment and who makes decisions within the scope of assigned authority.
Chattered Secretary:   A professional body that controls the activities of its members and regulates entry into the profession through a set of organized examination.

CHAPTER TWO

REVIEW OF LITERATURE

INTRODUCTION

Our focus in this chapter is to critically examine relevant literature that would assist in explaining the research problem and furthermore recognize the efforts of scholars who had previously contributed immensely to similar research. The chapter intends to deepen the understanding of the study and close the perceived gaps.

2.1        Introduction      

The Origin Of Secretarial Profession

Just when secretaries originated no one knows exactly. The role arose out of the natural need for a prominent person to whom confidential matters could be entrusted and who could act as an assistant for a principal. It is known that secretaries existed in Rome prior to the establishment of the empire. They were usually educated men who took dictation as “scribes,” and oftentimes acted as trusted advisors. Before the invention of parchment and reed pens, tools of the trade for scribes ranged from chisels used upon stone to styluses used on clay, wood, or wax tablets. Shorthand became part of the preparation and training of secretaries (and emperors as well, including Julius Caesar and Augustus). In early modern times, members of the nobility had secretaries, who functioned quite similarly to those of the present day. They were always men; most had command of several languages, including Latin, and were required to have what we would consider today as a broad generalized education. As commerce and trade expanded, people of wealth and power needed secretaries (confidants and trusted agents) to handle correspondence on private or confidential matters, most particularly matter of state. Following the Renaissance, men continued to dominate clerical and secretarial roles. They maintained account books, in addition to performing stenographic duties, and were known for their exemplary penmanship skills. Many labored long hours, with their “secretary” desks serving as their files and workstations. As world trade expanded in the 15th and 16th centuries, secretaries often attained an elevated status and held prominent positions. Secretarial status titles frequently included “personal” or “private.Men continued to dominate the secretarial field until the late 1800s. With the invention of the writing machine, many women entered the office workforce in various clerical roles. During the industrial expansion at the turn of the century, business offices faced a paperwork crisis. Women solved the crisis by adapting well to new technologies such as the adding and calculating machine, telephone, and typewriter. Many women held, or aspired to hold, positions as secretaries. They attended secretarial schools and worked to attain superior skills. The demand for secretaries was so great that it outpaced supply. In the 1930s, the number of men with the title secretary dwindled. Women dominated the office workforce. Some were promoted from steno pools, some were graduates of business colleges or secretarial schools, but all were seeking the professional status and pay previously enjoyed by their male counterparts. Recognizing that continuing education was imperative to career success, a group of secretaries in American’s heartland became the nucleus of an organization that would help to professionalize the occupation. In 1942, the National Secretaries Association (NSA) was formed (now known as the International Association of Administrative Professionals). NSA first administered the Certified Professional Secretaries Examination, a standard of excellence for the profession, in 1951. Today, secretaries (also known as administrative assistants, office coordinators, executive assistants, office managers, et al) are using computers, the Internet, and other advanced office technologies to perform vital “information management” functions in the modern office. Secretaries no longer “simply” type correspondences for “the boss.” Now, they often write that correspondence – as well as plan meetings, organize data using spreadsheet and database management software, interact with clients, vendors, and the general public, supervise the office and other staff, handle purchasing, and even train other workers. Trends identified by IAAP™ and staffing industry research include:

Administrative professionals are becoming researchers and interpreters, not just disseminators of information.  

Work teams are becoming more prevalent.  

Job description are expanding and new titles are being created, such as “office administrator,” “business coordinator,” and “information manager.”  

Employees are paying more for specialized skills such as desktop publishing and database management. 

In addition, many companies are providing performance based bonuses to outstanding administrative support professionals to help acknowledge their contributions. The future is bright for computer-literate, well-educated, customer service-savvy administrative professionals.

Etymology of Secretary 

The word “secretary” ultimately comes from the same Latin word that gave us “secret.” Originally, it meant “one entrusted with the secrets and confidence of a superior.” In Middle English it was secretarie and in Middle Latin it was secretarius. The word “secretary,” in something close to its present meaning, has been with us for at least 500 years. In France, from the 13th to the 16th century, the word “secretarire” meant a confidant. It also became an administrative term meaning someone “someone who transcribes or arranges for another.” Probably the earliest use of the word was in relation to those people who acted for a king. A king would have his trusted agents handle correspondences on private or secret matters, particularly matters of state. The English lexicographer Samuel Johnson, in his 1755 dictionary, quotes Shakespeare, who wrote in early 17th century, “Call Gardiner to me, my new secretary.” There is also a quotation from the English philosopher Francis Bacon, a contemporary of Shakespeare: “That which is most profitable is acquaintances with secretaries, and employed men, of ambassadors.” Johnson described a secretary as “one entrusted with the management of business; one who writes for another.” In 1806, Noah Webster succinctly described a secretary as “one who writes for another.” By 1847, the definition in the first Merriam-Webster dictionary was greatly expanded:“

1, Secretary:  A person employed by a public body, or by a company or by an individual, to write orders, letters, dispatches, public or private papers, records, and the like. Thus legislative bodies have secretaries whose business is to record all their laws and resolves. Ambassadors have secretaries. 

2. An officer whose business it is to manage the affairs of a particular department of government; as the Secretary of State…”Today, the word “secretary” is commonly stereotyped to mean a “person who types correspondence” or a “dictation-taker.” To better describe the administrative and information management functions of today’s office support staff, the term “administrative professional” is recommended as an alternative to the “secretary” title by the leadership of Professional Secretaries International  The Association for Office Professionals™. In August 1998, PSI (now IAAP) delegates at the PSI International Convention and Education Forum in Atlanta, Georgia approved a bylaws amendment changing the association’s name to “International Association of Administrative Professionals” to reflect this expanded role. IAAP defines an administrative professional as an “individual who possesses a mastery of office skills, demonstrates the ability to assume responsibility without direct supervision, exercises initiative and judgment, and makes decisions within the scope of assigned authority.”Technological Advancement And Manpower Development, Manpower training has become strategically integrated into every aspect of the organization, consequently, employee education, training and development are considered critical for organizational success (Aliaga, 2005). Corporate training is considered to be a key educational practice and strategic organizational tool that is connected with higher profits and lower employee turnover (Lee, Hsieh, & Chen, 2011). At the same time, manpower training faces new challenges posed by the rapidly changing organizational environment. In response, practitioners have become strategically proactive to anticipate human resource issues. Examples of these issues are the learning organization, knowledge sharing and management, open systems, selfdirected learners, the ageing workforce, and continuous learning. Manpower training has begun changing its traditional career and organization development to address these issues, human resource function and concept has become more global, open and inclusive. For example, HRD is strategically involved in the deployment of distance learning and development technologies (Sleezer et al., 2002) Information Technology has provided the locus of control of many human resource training interventions with the capability to move on to others, including the individual workers and work teams. By employing information technology, organizations can provide their employee the needed training and development continuously at any time and any place. The advancement of communication and IT technologies has eradicated barriers that prevent easy access to information and knowledge by everyone. Organizations are now gaining more value from the development opportunities provided through IT by developing training programs on almost every possible topic and make them virtually available through company-sponsored web sites (Briscoe, Schuler, & Claus, 2009). The use of information and communication technologies in the delivery of management training has major implications for lecturers, learners and institutions (Meredith & Newton, 2003). Organizations are increasingly counting on e-learning as a solution to achieve immediacy, convenience and consistency (Lee, Hsieh, & Chen, 2011). Elearning interventions are rapidly becoming organizations‟ response to continuous learning and change in the new economy (Wentling et al., 2000). Today, advances in IT increase the connection flexibility and accessibility among workers across geographies; workplace learning is no longer physically constrained to one location (Sleezer et al., 2002). Organizations worldwide are reconsidering workforce training strategies and issues because of rapid changes resulting from Internet and telecommunications innovations, globalization, ecommerce, and a constant stream of innovation. E-learning expenditures continue to grow, even though the use of e-learning greatly differs depending on the country, the type and size of organization. Both IT and HRD are strategically crucial to organizations. The processes and the innovations of IT and HRD have been adopted and implemented across organizations, which allows individuals to use the latest information technologies to acquire knowledge and learn anything, anywhere and anytime. Computer literacy and a focus on lifelong learning have created a teaching/training environment where individuals are in control (Marquardt, Berger, & Loan, 2004). This in fact allowed methods for delivery of training programs to shift from traditional classroom-based training to technology-based (especially web-based) learning and blended (classroom and technology) learning. Training is becoming more individualized and tailored to each need, which has led to a growth in the use of Electronic Performance Support 
Systems (EPSS). An increasing number of companies are making extensive use of company wide satellite communication networks, which provide access to a wide range of training in new products for sales, update employees on corporate policies and activities, and educate engineers and other technical professionals. Companies are developing learning portals to provide their employees with online access to technical information and a wide range of training and development (T&D) courses, which can be accessed through personal computers, laptops, and personal digital assistants and downloadable to hand-held devices. E-learning is now democratizing manpower knowledge acquisition process through the development of computer based training and making it available to everyone's fingertips through various tools (Briscoe et al., 2009) E-learning Innovation is the most recent technological advance in training and learning development, this method of delivery is being captivated by many organizations and learners because the learning material can be easily accessed at times that are most convenient for the individual, with the leaner controlling the amount of time dedicated to it. It can embrace the use of CD-ROMs and DVDs, as well as materials available via the Internet or organizational intranets. (Gilmore & Williams, 2009) E-learning is defined as “instruction that is delivered electronically”. It comprises almost anything that teaches a skill or conveys information in a coordinated style online. Such programs are administrated through what called learning management systems (LMSs). E-learning includes asynchronous text-based courses, job aids, educational games, and video and audio segments, as well as synchronous media like teleconferencing and chat rooms. (Cascio, 2003) The Chartered Institute of Personnel and Development (CIPD, 2009) went to that there is no universally accepted definition of e-learning, but CIPD (2009) defined e-learning as learning that is delivered, enabled or mediated using electronic technology for the explicit purpose of training in organizations, CIPD (2009) also have described e-learning in their survey with inclusive and exclusive definitions; e-learning can be described as an inclusive definition that “it includes the use of distributed technology products (mainly CD-ROMs) which do not require the computer to be connected to a network”, an exclusive definition would exclude these products and include only products delivered through the Internet or an intranet. Another definition that 

has been presented by the Australian Flexible Learning Framework (AFLF, 2007) explains “elearning as the use of technology in the delivery of education and training. It includes the use of web resources, wikis and virtual classrooms as well as MP3 players, mobile phones and personal digital assistants (PDAs) to create more flexible learning options”.                                                                     
2.2       TRADITIONAL SECRETARY/SECRETARIES OF YESTERDAY: THE PAST

There is no gain in saying that the traditional secretary and his environment are different from the  millennium secretary and his environment. However, the secretary has always been an indispensable human  resource for the chief executive. The secretary is a subordinate who assists his boss.  The traditional secretary is one who existed in the first and second millennium.

CHARACTERISTICS OF THE TRADITIONAL SECRETARY
Academic Qualification

He attended roadside institutes and his basic entry qualifications are primary school certificate, secondary modern school certificate, and secondary/grammar school fourth year certificate (G4). At the end of his training, he wrote the Pitman or Royal Society of Arts (RSA) examination in shorthand, and knew how to type and knew all the secretarial duties, the English language, bookkeeping, office practices, etc. The examinations are given in three stages: stage I (ordinary level), stage II (intermediate level), and stage III (advanced level)

Skills
He should possess high-level shorthand and typewriting skills. To be efficient in the office, he was expected to write between 100-120 words per minute in shorthand and type between 50-60 words per minute. He 

had to be knowledgeable in the basics and rudiments of bookkeeping and accounting and able to operate the  commonly used office machines, such as addressing, duplicating, dictating, billing adding, and calculating  machines. He had to be adept in filing systems and have very good human and public relations skills

The Environment

Some of the machines that traditional secretaries used were typewriters (manual, electric, Selectric, electronic), franking machines, dictaphone, dictating and stenographic machines, multigraph, power statistical accounting machine, bookkeeping and billing machines, etc. The office of the traditional secretary was closed, decentralized and partitioned. To aid in filing and indexing, wooden and steel cabinets were used for keeping 

visible card records, visible loose-leaf records, rotary indexing equipment, strip indexing equipment, edge-punched cards, and line reference equipment.  Stencils and master sheets were prepared for ink-and-spirit duplicators and a scanning machine was also used for duplicating purposes. A dedicated word processor, letter opening machine, and folding and inserting  machine were frequently used in the office. The office hazards or pitfalls were not pronounced, but the common  ones were from a scissors, knife and razor because many things were placed on the wooden shelf and would  sometimes fall and wound the secretary. Troublesome and unwanted visitors sometimes made the job unpleasant. 

Secretaries were expected to prepare tea for the boss, and in the process, hot water might have poured on them.  Some executives made flirting overtures to their unwilling secretaries.   The type of nomenclature in vogue in those days included typist, stenographer and secretary, all with 

distinct descriptions. The typist was purely one who only typed what was given to him. The stenographer, apart from typing, had to take notes in shorthand. The secretary, on the other hand, had to do the work of the typist and stenographer, in addition to administrative work, such as preparing the boss’s itinerary, imprest for the office, and  some supervision of junior workers. He also received and made telephone calls and greeted visitors accordingly.  They were generalist secretaries, not specialist secretaries, and their jobs were routine in nature.  The qualities and responsibilities of the traditional secretary are described in the acronym “SECRETARY”  by Ogbenchie: “S” for Secretive, “E” for Educated, “C” for Courteous, “R” for Reliable, “E” for Efficient, “T” for 

Tactful, “A” for Accommodating, “R” for Responsible, and “Y” for Yielding. He used plenty of paper for  correspondence, duplication and forms.

2.3        TRADITIONAL SECRETARY/SECRETARIES OF TODAY: THE PRESENT

The third millennium secretary is facing a lot of challenges and changes. He is, therefore, in a world of “survival of the fittest.” The challenges and changes are in his academic qualifications, acquisition of skills, the environment, roles and responsibilities, office hazards, and nomenclature.

Academic Qualifications

Secretaries today go to tertiary institutions (polytechnics and universities). The curriculum of the secretarial course keeps changing to include internet application, word processing, desktop publishing, records management, time management, business law, accounting, information and communication technology, etc. For small organizations, secondary school graduates with basic skills may be employable.

Acquisition of Skills

The emphasis on shorthand is being reduced, but the emphasis on typing is maintained because of its usefulness on the computer keyboard. He must be versatile on many tasks. He must be adept on the computer in 

word processing, spreadsheets, CorelDraw, and desktop publishing. He must also acquire good communication skills and must possess human and public relations skills.

Environment
The office has moved from closed to open. Although we still have closed offices, we have more that are open. The open offices have more advantages than disadvantages, especially in terms of cost and supervision. Equipment is not duplicated, computers are now common devoid of manual typewriters, the office furniture is more comfortable, there is less paper usage, the office now has more space devoid of many filing cabinets, and most offices use air conditioners since fans are becoming outdated. Because of the air conditioner, most buildings are 

poorly ventilated.

2.4        PROSPECTS OF SECRETARIAL PROFESSION OF TODAY IN IBETO  GROUP OF COMPANIES          

The context within which secretaries work in many countries is important in understanding what they do. A lot of what they do might be related to changes in their own work as well as changes as a result of organizational work. It is important to investigate what kind of changes are affecting their work, as well as the extent to which this is affecting and changing their work. Institutional, scientific, and social developments have direct impacts on some professions, such as law, accounting, and medicine (Broadbent et al., 1997, p. 3); it is believed that those impacts are also directly affecting the work of secretaries and other occupations around the world. They are the ones that support the work of many knowledge workers, as cited above. Views from practitioners contrast with those of academics. When studies indicate that changes due to technological advances have a clear effect on the job design of office workers, secretaries may believe that technology itself poses no threat to their career; instead technology is seen as bringing challenges and opportunities. This idea is clearly exemplified by some authors like Harding (1985, p. 171) and by texts on websites of associations of secretaries (EUMA, 2008; FENASSEC, 2013; IAAP, 2008 and IQPS, 2008). Some join practitioners’ views, as with Eckersley-Johnson (1983, p. 2), who states that the secretary’s role is changing due to fast and continual technological development, especially in office equipment systems. However “rather than eliminating secretaries from the office, technological developments have freed them from many time-consuming routine tasks so that they may be better employed in the more specialized areas of office work” (Eckersley-Johnson, 1983). This study reflects on the prospective of secretarial occupation, considering that secretaries are part of an occupational group that is changing and that might affect the nature of their work.                                        
2.5       EMPLOYMENT PROMOTION OPPORTUNITIES AND INCREASED SALARY OF SECRETARIES OF TODAY

An officer who holds an allowance in the nature of pay at the time of promotion to a higher grade, including an allowance deriving from service as a Private Secretary, will enter the scale for the higher post at the more favourable of the following: (i) Normal starting pay rules based on the officer's existing pay, exclusive of the allowance; or (ii) Where the allowance has been held for at least one year, the officer's existing pay plus the allowance. 

Where an officer currently in receipt of the retention element of the Private Secretary Allowance is promoted, the starting pay on promotion calculation will be in accordance. The retained element of the Private Secretary Allowance for an officer will be derived from the application ofthe rules set out in the Department's letter of 24 September 2015: Retention of Secretary Allowance. Where a Secretary appointed prior to 1 February 2012 who is in receipt of a 'special addition' to salary is promoted, this special addition should not be treated as an additional allowance for starting pay on promotion rules. Rather, it should be included in the officer's existing pay under the relevant rule. 2.4 An officer may not benefit twice from the same allowance.
CHAPTER THREE

RESEARCH METHODOLOGY

3.1
INTRODUCTION


In this chapter, we described the research procedure for this study. A research methodology is a research process adopted or employed to systematically and scientifically present the results of a study to the research audience viz. a vis, the study beneficiaries.
3.2
RESEARCH DESIGN

Research designs are perceived to be an overall strategy adopted by the researcher whereby different components of the study are integrated in a logical manner to effectively address a research problem. In this study, the researcher employed the survey research design. This is due to the nature of the study whereby the opinion and views of people are sampled. According to Singleton & Straits, (2009), Survey research can use quantitative research strategies (e.g., using questionnaires with numerically rated items), qualitative research strategies (e.g., using open-ended questions), or both strategies (i.e., mixed methods). As it is often used to describe and explore human behaviour, surveys are therefore frequently used in social and psychological research.
3.3
POPULATION OF THE STUDY


According to Udoyen (2019), a study population is a group of elements or individuals as the case may be, who share similar characteristics. These similar features can include location, gender, age, sex or specific interest. The emphasis on study population is that it constitute of individuals or elements that are homogeneous in description. 

This study was carried out on a comparative study of secretarial profession in Nigeria yesterday and today, using Ibeto group of companies, Nnewi, Anambra State as a case study. Staff of Management Information System and Management of Agricultural extension program  form the population of the study.
3.4
SAMPLE SIZE DETERMINATION

A study sample is simply a systematic selected part of a population that infers its result on the population. In essence, it is that part of a whole that represents the whole and its members share characteristics in like similitude (Udoyen, 2019). In this study, the researcher adopted the convenient sampling method to determine the sample size. 
3.5
SAMPLE SIZE SELECTION TECHNIQUE AND PROCEDURE

According to Nwana (2005), sampling techniques are procedures adopted to systematically select the chosen sample in a specified away under controls. This research work adopted the convenience sampling technique in selecting the respondents from the total population.

In this study, the researcher adopted the convenient sampling method to determine the sample size. Out of all the entire population of secretary in Ibeto group of companies , the researcher conveniently selected 36 out of the overall population as the sample size for this study. According to Torty (2021), a sample of convenience is the terminology used to describe a sample in which elements have been selected from the target population on the basis of their accessibility or convenience to the researcher.
3.6 
RESEARCH INSTRUMENT AND ADMINISTRATION

The research instrument used in this study is the questionnaire. A survey containing series of questions were administered to the enrolled participants. The questionnaire was divided into two sections, the first section enquired about the responses demographic or personal data while the second sections were in line with the study objectives, aimed at providing answers to the research questions. Participants were required to respond by placing a tick at the appropriate column. The questionnaire was personally administered by the researcher.
3.7
METHOD OF DATA COLLECTION

Two methods of data collection which are primary source and secondary source were used to collect data. The primary sources was the use of questionnaires, while the secondary sources include textbooks, internet, journals, published and unpublished articles and government publications.
3.8
METHOD OF DATA ANALYSIS

The responses were analyzed using the frequency percentage table tables, which provided answers to the research questions. 

3.9
VALIDITY OF THE STUDY

Validity referred here is the degree or extent to which an instrument actually measures what is intended to measure. An instrument is valid to the extent that is tailored to achieve the research objectives. The researcher constructed the questionnaire for the study and submitted to the project supervisor who used his intellectual knowledge to critically, analytically and logically examine the instruments relevance of the contents and statements and then made the instrument valid for the study.
3.10
RELIABILITY OF THE STUDY

The reliability of the research instrument was determined. The Pearson Correlation Coefficient was used to determine the reliability of the instrument. A co-efficient value of 0.68 indicated that the research instrument was relatively reliable. According to (Taber, 2017) the range of a reasonable reliability is between 0.67 and 0.87.
3.11
ETHICAL CONSIDERATION

he study was approved by the Project Committee of the Department.  Informed consent was obtained from all study participants before they were enrolled in the study. Permission was sought from the relevant authorities to carry out the study. Date to visit the place of study for questionnaire distribution was put in place in advance.
CHAPTER FOUR

DATA PRESENTATION AND ANALYSIS

INTRODUCTION

This chapter presents the analysis of data derived through the questionnaire and key informant interview administered on the respondents in the study area. The analysis and interpretation were derived from the findings of the study. The data analysis depicts the simple frequency and percentage of the respondents as well as interpretation of the information gathered. A total of thirty-six (36) questionnaires were administered to respondents of which only thirty (30) were returned and validated. This was due to irregular, incomplete and inappropriate responses to some questionnaire. For this study a total of 30 was validated for the analysis.

4.1
DATA PRESENTATION
Table 4.2: Demographic profile of the respondents

	Demographic information
	Frequency
	percent

	Gender

Male
	
	

	
	17
	56.7%

	Female
	13
	43.3%

	Age
	
	

	20-25
	9
	30%

	25-30
	8
	26.7%

	31-35
	6
	20%

	36+
	7
	23.3%

	Marital Status
	
	

	Single 
	19
	63.3%

	Married
	11
	36.7%

	Separated
	0
	0%

	Widowed
	0
	0%

	Education Level
	
	

	WAEC
	0
	0%

	BS.c
	25
	83.3%

	MS.c
	5
	16.7%

	MBA
	0
	0%


Source: Field Survey, 2021

4.2
DESCRIPTIVE ANALYSIS

Question 1:  Is there any difference between secretaries of today and those of yesterday?

Table 4.3
respondent on question 1

	Options
	Frequency
	Percentage

	Yes
	15
	45.45

	No
	4
	25.97

	Undecided
	11
	28.57

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 45.45% of the respondents said yes, 25.97% said no. While 28.57% of the respondent were undecided .

Question 2:   Do secretaries of today require any special training before they can be of equal status with other professionals?

Table 4.4
Respondent on question 2

	Options
	Frequency
	Percentage

	Yes
	13
	58.44

	No
	7
	19.48

	Undecided
	10
	22.07

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 58.44% of the respondents said yes, 19.48% said no , while 22.07% were undecided. 
Question3:   Is there job satisfaction for secretaries of nowadays than before?

Table 4.5:
Respondent on question 3

	Options
	Frequency
	Percentage

	Yes 
	20
	38.96

	No
	4
	25.97

	Undecided
	6
	35.06

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 38.96% of the respondents said very adequately, 25.97% said not adequately, while 35.06% were undecided.

Question 4:  Is there a scope of expansion in the profession?

Table 4.6:
Respondent on question 4

	Options
	Frequency
	Percentage

	Yes
	12
	51.94

	No
	8
	19.48

	Undecided
	10
	28.57

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 51.94% of the respondents said yes, 19.48% said no , while 28.57% were undecided. 
Question5:   Is there any increase in secretary’s productivity nowadays?

Table 4.7:
Respondent on question 5

	Options
	Frequency
	Percentage

	Yes 
	15
	38.96

	No
	4
	25.97

	Undecided
	11
	35.06

	Total
	30
	100


Field Survey, 2021

From the responses obtained as expressed in the table above, 38.96% of the respondents said very adequately, 25.97% said not adequately, while 35.06% were undecided.

CHAPTER FIVE

SUMMARY, CONCLUSION AND RECOMMENDATION

5.1
SUMMARY

In this study, our focus was on a comparative study of secretarial profession in Nigeria yesterday and today  using Ibeto group of company Anambra state as a case study. The study specifically was aimed at  investigating the relationship between the old secretarial profession and the present one, for the purpose of revealing the differences and suggesting improvements if necessary.  The study will also state clearly how the present or modern secretary outwits the past secretary.  A total of 30 responses were validated from the enrolled participants where all respondent are drawn from Ibadan metropolis.

5.2
CONCLUSION

Based on the finding of this study, the following conclusions were made:

There is a difference between secretaries of today and those of yesterday.

Secretaries of today require some special training before they can be of equal status with other professionals.

There is job satisfaction for secretaries of nowadays than before.

There is a scope of expansion in the profession.

There is an increase in secretary’s productivity nowadays.

5.3
RECOMMENDATION

Based on the responses obtained, the researcher proffers the following recommendations:

In order for the secretary to cope with the office environment and his dynamics, he should undergo regular re-training. Courses that should be included in the training package are: Change Management, Time Management, Resources Management, Records Management, Information and Communication Technology, Human and Public Relations, Accounting, Business Law, Desktop Management, Internet Application, Proofreading and Editing, etc
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APPENDIXE

QUESTIONNAIRE

PLEASE TICK [√] YOUR MOST PREFERRED CHOICE(S) ON A QUESTION.

SECTION A

PERSONAL INFORMATION
Gender

Male ( )

Female ( )

Age

20-25 ( )

25-30 ( )

31-35 ( )

36+ ( )

Marital Status

Single  ( )

Married ( )

Separated ( )

Widowed ( )

Education Level

WAEC ( )

BS.c  ( )

MS.c ( )

MBA ( )

SECTION B
Question 1:  Is there any difference between secretaries of today and those of yesterday?

	Options
	Please tick

	Yes
	

	No
	

	Undecided
	


Question 2:   Do secretaries of today require any special training before they can be of equal status with other professionals?

	Options
	Please tick

	Yes
	

	No
	

	Undecided
	


Question3:   Is there job satisfaction for secretaries of nowadays than before?

	Options
	Please tick

	Yes 
	

	No
	

	Undecided
	


Question 4:  Is there a scope of expansion in the profession?

	Options
	Please tick

	Yes
	

	No
	

	Undecided
	


Question5:   Is there any increase in secretary’s productivity nowadays?

	Options
	Please tick

	Yes 
	

	No
	

	Undecided
	


